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The career ezplorati:on prograa for grades 9 through 
10, €Ls part of a comprehensive K through 10 career development 
program, attempts to develop, an awareness of and appreciation for 
work, extend knowledge of the variety of career opportunities, and ^ 
provide experiences in career areas of individual interest • The 
documeiit, a collection of materials consisting of student learning 
experience packets, instructionsQ. materials, and resources, is 
designed to^ introduce the students to careers in journalism. The 
introduction , includes: a deilinition of the career area, course 
Qbjectives, course strategies,'* procedure, eiraluatibn, exploration 
trips, suggested time table, and teaching ^ guidelines suggestions for 
..producing a newspaper and organizing a; newspaper staff (simulation) • 
The^lesson< plans, organized according to objectives, activities, and 
resources^ examine the careers of: reporter, copyreader, copywriter, 
feature writer, 'columnist, special editor, and editor-in*chief« Also 
provided are opportunities for individual exploration and 

•evaluation (with sample questions) • Strategies include 
simulation, projects, exploration trips, and! interviews. The appendix 
contains job titles; forms ^f or self**ai^alysis, job analysis, and 
employment application; procedures foi^ an exploration trip 
(permission and report), a resources list, and guidelines for field 
trips in career development. (JB) 
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CAREER DEVELOPMENT 

The Career DevelopMnt Progr&si responds to th<^ needs of students , tax** 
payers^ and enqployers for the public schools to provlr^e personal, social^ 
and economic relevance in the educational process. It is an integral part 

- vV ■ 

of the educational process essential to the development of all students. 

The Career Development components, which are Career Motivation (K-^J> 
Cw*eer Orientation (7*8) and Career Exploration (9-10), develop an awareness 
and appreciation for work, extend knowledge of the variety of career oppor- 
tunities, and provide experiences in career areas of individual interest. 
These goals are accomplished through a curriculum based on pupil activities 
involving simulation, role playing, and individual investigation. These 
activities require that administrators €irid teachers develop a new level of 
working relationships with community resources such as public institutions, 
business, labor, and industry. 

Every individual's right to learn what he or she needs in order to be 
a producing, participating member of society Is a fundamental responsibility 
of education. Each individual also has a right to self -fulfillment . Career 
Development, presented as inseparable elements inherent within every level 
-and subject area of the school curriculum, provides 'each student with the 
skills and insights to recognize and pursue goals of personal significance. 
/As a result of this program students will increase their abilities to make 
well-informed and experience -based decisions related' to their personal life, 
school program, and career seJ.ection. / 




CAREER EXPLORATION 

Career Exploration Is the 9th and 10th grade component of the Career 
Development Program. Its- primary goal is to provide career areas chosen by 
the student. Focus is on the student's perception of himself or herself in 
relation to the real world of career opportunities, Eniphasis in. on individ- 
ualized oad personalized activities and experiences.' 

Tbi^tudtnt chooses and studies a specific career area using skills and 
insights gained in earlier parts of the Career Development 'Program. Students 
explore occupations within the chosen area with particular attention to thooe 
most closely related to their own needs ^ interests, euid abilities. They will 
experience some of the satisfactions, opportunities, limitations arvl frustra-- 
tions peculiar to the various occupations. > . 

Career Exploration is planned as the culmimtlon. of the Career Develop- 
oent Program. Successful exploratory experiences will enable the student to 
formulate 6uid refine realistic and personally meaningful career goals. These 
experiences will also provide a basis for planning a course of studies in the 
ilth and 12th grades (and beyond) pursuing career goals. ^ 




Stanley A./Mgirsh 
Administrntve Assistant to 
the Superintendent ^ 
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This manual is one of a series produced by the Cincinnati Public Schools 
as part of a project designed to provide Career Exploration. for students 
in grades 9 and 10 • , . 

It 'is designed to provide activities and information about an Occupational 
Area that will provide a more in-depth study than presented in Caruer 
Orientation in grades 7 and .8. 

This is a tentative guide and has been developed for the purpose of field 
testing and revising based upon feedback from participating teachers. 

This manual was developed by Mrsi Carol Beirne, an English teacher at 
Schwab Junior High School and extensively revised by Mrs* Gracemarie 
Campbell, an English teacher at Aiken High School • Jack Ford, an instruc- 
tional consultant, conducted the curriculum deyelopcient under the general 
supervision of Mr. Ralph E.^ Shauck, Coordinator of the -instructional 
Services Branch. 
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Definition of Career Area. 



The purpose of this e3q>lbratlon In journalistic writing Is to , 
help students interested In. writing careers become feunillar with 
the^seyaral different types of writing jobs available In the 
publication of a newspaper. Areas to be .explored Include reporter 
copy reader, copy writer, i^eature' writer, columnist, special 
editors, and editor-in-chief* 

Course Objectives _ y - 

1. Td acquaint the students with various job opportunities which 
exist on the writing staff of a newspaper. 

2. To h^lp the students learn the responsibilities of each area 
of the writing .staff in relation to developing the wjiole 
publication. 

3. To acquaint students with various kinds and levels of wiMting 
in the newspaper makeup, and the writing skills jieeded for 
each position. //^ '^^K 

f \ 

U.. To help the students learn the format |n the ^rlous areas of 
^ journalistic writing. ' 

5. To provide simulation by having the students apply for and be , 
assigned to staff jobs and then working tOjgether to produce / 
a newspaper. ^ / 

Course -Strategy 



1. Intrpductory activities 

a. The quarter will begin with an introductory activity 
during which the class will comj^lse a list of all 
tasks which must be done to prepare a paper for printing. . 
The key questions- to guide this activity — "Wh^at must be 
planned and prepared?" and "Who^does each. job?*\ 

Suggestion: Supply all students in the class with a news- 
paper. (See Appendix C f or sources for class sets.) 
Students will examine* the papery and make a list of as 
many tasks as are apparent* Suggest they be instructed, 
to finish this sentence to make their lists — "Somebody 
must " 

Sanqple completions— 

. write the headlines 

• • decide what stories to use 

. . gather the news / 

. # write facts into story form / 

. • correct the mistakes in the articles and stox^ies 

. . write the suivertising copy / 

8 '/ • 
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. . arrange the page layouts 

. . write editorials 

. . write captions for the photographs 

. create cartoons (or something) to fill in little 
^ * leftover 'spaces ^ , ^ * 

r and so cn until the cla^s has listed all the jobs. Keep 

the list for later additions > i^eview, and classification 
^ of various responsibilitieB.<> 

' X 

Having -identified the tasks, the next step is* "'tc discover 
what responsibilities each employee of th3 newspaper staff 
has. in production of the whole* 

*"b. Where do we look for information about the jobs of journalis- 
tic writers? Introduce the sourceijii (see Append.l>c C), i.e. 
Occupational Outlook Handbook , D,0[I> , Largo Career Kit 5 
etc'. i * * 

1 

c. 'Prov:ide initial motivation by showing: introductory visual 
aids.N^ (See Appendix B for listing.) , , > - 

. " • \ 
2. Proce'dure > 

Students will explore the roles of writing jobs' specified in' 
the paragraph \inder Definition of Career Area. The teacher/ 
should alert the students that some of the positions require - 
more writing skills and more responsibility than others*. 
Suggestions for discovering the^ facts about "the various posi- 
tions are: ^ ' ^ 

a. Exploration activities. Students proceed at individual 
speed' and according to individual interests and abilities. 
Students research and record with t'eacher guidance when 
needed. (Exploration activities follow.) * 

. b. Each student could specify an interest in one or two of- 
the jobs* and then be assigned to a group of- students with 
like interests. The groups complete the job exploration 
then share the findings with the rest of the class. Stu- 
dents could function as members of mpre than one group. 

\ c. Teacher instruction in the areas. (Limit in favor of 
1 involving ,i3tudents as much as possible.) 

d. A combination of the above for variety in the exploitation 
and in classroom procedures. 

e. After jobs have been explored and responsibility for each 
task on the introductory list specified and classified, 
students (via interviews and applications)- will apply for 
and be -assigned jobs. After the staff is organized a 
nevfspaper will be produced for laboratory experience. 
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3. Evaluation 

' The last week of the quarter, tlie teacher and students in group 
discussion will evaluate each part of their finished newsi>aper. 
By criticizing (jxjsitively* and !^egative3y) their work, they 
will determine the'" degree of success with, which each^ student 
carried out his 'Job in terms of the responsibility required 
of each position. 

Let each student also write a self -evaluation sheet indicat- 
ing which of his responsibilities he carried out well in his 
opinion aiid which ones he feels he should have done better. 
Suggest -the self -evaluation sheet in lieu of a final test. 
(See Appendix B for sxiggested^ form,) \ 

's 

^ E3q3loration Trips 

A special experience being planned for students in every career 
area is a small group exploration trip .. Effort has been made to 
make this as. simple as possible for the classroom teacher. 



(See Appendix B.) 



D. Suggested Time "Table 

First Week — Introductory Activities 

— Self-analysis (interest) sheet. See Appendix B for form* (l day}' 
— ' Selected visual aids. (2 d^ys) 

— Examination of paper, listing of writing jobs. (2 ctkys) 

Second Week^ -Introductory Activities continued plus beginning of 
Student Exploration Activities 



— Introduce sources of job descriptions. Do Introductory 
Activity A. (2 days) 

— Instruct on procedures -for doing Exploratory Activities. 
Class can begin Exploratory Activity #1 together. (2 days) 

^ — Identify interest areas^ (via discussion) and procedure 

(individual or group pursuit of activities), (l day) 

Third, Fourth^ and Fifth Weeks ' 

" Students work on the activities they've chosen. "One day a week 
(Fridays) migiit, be used to have the member^ of the class discuss 
and atiBxe their findings, or ask questions. Teacher available 
for worlTwith individ\|als other foui: days. > ■ , • 

Sixth Week 0 

i9 Review the original (first week) list of tasks. Who is responsible 

for each?^ classify and add any additional ones. Clarify the respon- 
sibility and the ability needed for each position on k newswriting 
staff. (1 day) 

Select a staff by: 

1. having them apply for positions, (l day) - \ 

2. interviews. (2 days) 

Decisions aiid assignments of positions, (l day) 
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Seventh and Elrf ith Weeks 

— • — : V ■ . 

— Staff aeetins— editor in charge", (l day).. 

— Writing, planning, etc. (4 days) ... * 

— Proofreading, planning pages,. layout, writing continued, et.c; (5.days) 

Ninth Week " / ' ' . ' 

~ Final wr^up5^end to the printer, (2 days) 

Ficrd-^trip to a newspaper and/or visual aids, (3 days) 

Tenth Week ' * 

Finished paper^ comes from printer. Class examines and vik 
discussion evaluates all sections arid each other. Stxxdents 
tdo) self-evaluation sheet on one -of the days.^.See Appendix B 
for form. (5 days) o , 

E. Suggestions to the- Teacher for Rr educing a Nei^rspaper 

Very early in the course, while students are exploring via the 
activities, the teacher should arrange and inypstigate. the 
following: ' ' ^ ^ 

1. Round up a typist or two if you have a class in which there 
are no typists. (Enlist t^e help of \tl^e typing teacher.) 

2. Contact a printer--use printing facilities in yo\ir school, 

or a local commercial printer. (This is the kind of expen- * , * - 
diture wbldd can be met from\the Instructional Supplyj Biidgct 
for the Cw^er Exploration Project.) ^Prom your printer finS: 

out:- \ ' " 

a. The cost of a U to 6 page) school -size jpaper, Kqw many 
Copies? y 

> b. How much time will be required for him to -process (l) the- 
\ printing wi^ich will be rieturned to Vou for layou-^, and 

(2) the completion of the paper cifter the layout Idunny 

sheets have been returned to\him. / 



Prom the above information, you can set up deadlines for 
your stciff , and' a schedule .for work during the seventh, 
eighth, and ninth weeks; so you\can have the* paper for 
evaluation during the last week of the course. 

c. * What line-space (typing) to use In your copy, nnd how 
maity lines of- typing roeJce'a column fnch so you can es-^ 
timate how many articles cmd stories you* H. need to fill 
each page. . . ' ^ 

. ' \ 
If your students decide to use phorfcographs, someone needs to 
be assigned early to take pieties, so^there is time to get 
them developed and** returned.- Hiotos^ usually go to the printer 
with the copy, since they have to be processed for printing. 

Art, cartoons, hand-done fillers,* designs in ads, etc. should 
be done on white paper with black ink.. Make them the size they 
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^will appear in the finished paper, (l^cpltunn vide by^-3V long/ 
for instance, or 3 coixanns wid? by 5" long-- exaii?)les.) 

If you are not a Joumalisir. teacher, if you do not produce ' 
,your school paper, enlist the help/of the teacher xwho^oes. 
Especially 'helpful would be to use'copies-of -your own school 
newspaper for models* Examine it and be sure your stviienVs 
are producing and preparing aU things needed. ' In. addition 
to their artiqles and stories,, note the'^^hecessity for such 
things ai a masthead for the front page, headlines, date lines 
and page numbers, by-lines, titles for special columiis, fillers 
captions for photographs , a staff box. Assign some of these 
rtsponsibilities to the members of the staff , if not already 
designated on the "Suggested Set-Up for a Newspaper Staff" 
sheet which' foiLows. ^ \ , _ 

Printcri? who do work for schools, ajid who would advise you are: 
a. 



b. 



Cappzzplo ftrinting Conpany 
3930 ^fing^Grove Avenue 
Hione: 5^2-7874 

Western Hills Publishing ' 
3708 Davis" \ . I 
Hione: 661-3200 



Suggested Set-Up for the Newspaper Staff (Siinuiation) 



/ Position 



1. Editor-ir/-Chief 



Students 
Assigned 



1 or 2 co-editors 



-General 
Duties 



Supervise the planning, 
'cedi meetings, direct 
all workers, write 
editorials, assign some 
editorial writing to 
other editors,. ' 



II. Special Editors 
Managing Editqr 



Help \d.th supein^^ion & 
plcmning,. oversee lay- 
out, writ* headlines &^ 
captions )j editorial 
writing as assigned. 



Page Editor 



or 5 (one for 
each page except 
Sports page.) 
Number assigned 
denends on size 
of paper. 



Plan what goes on his 
page, plan leQTOut of 
his page, choose fill- 
ers for his page, write 
as assigned by editor 
in-chief. 



J 
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".Sports Editor 




Directs 'reports assigned 
to cover sports, checks 
:their stories, decides 
vhat to juse, rs page ed- 
itor for the Sports pajp 
anji writes as Msigned 
by the editor-in-chief . 


III. Feature Writer 

V 


- 2 or 3 ■ \ 


Plan and wite features,' 
.featiire stories. 


IV. Coiunanist 


•. 2 or 3 


P^^ah €Lnd write sdm 
special colxunns. 


V. Copy Writer 

• •» 

-'i 


- 5 ... 


Work onsthe advertising 
, sect ion ,^writing adver- 
ti8inj5,^c6p3K(sinn^ 
also plan axidNproduce , 
some fillers^ \^ 


vr. Copy Reader 


• 5 


Write stories l*om im- 
porter 's notes, Vrewrx^^e 
stories, proofread;,, maJce 
conrectiohs, work oiit ^ 
sdae fillers, headUhes. 


vil. Reporter 


5— at least one' 
should be on spe- 
cial assignihent to : 
sports, others^ 
general covereige. 

\ 


Collect the facts via 
observation, interview, 
etc.. aiid OTite news . 
s-^ories. (arobabiy 
shoiLid prepare ^ more than 
will be uMd, then 
choices can be made.) 
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A. Wbtre to BiiglD - 



1; Rasourcea assratial to pupil actlvltles.r Many resources listed 
on the following 'pupil activity sheets imst be mde available 
In tbe classroom before the students can begin the activities 
noted. These essential resources are specified IN'WORDS on each* 
exploration-activi^ worksheet. THEY. MLIST BE OJJTAIMED BY THE 
' TEACHER IN ADVANCE OF THE CLASS tCETIMG / 

Exap^les: 



Fllas 



IfX • • the worksheet reads; 

/ / 



/ 



RESOURCES 



FUm: .Code Blu^'.(C-7) 



Then 



LA 



The teacher must look Ih AppeMlx) C, Item 7 for 
catalog InforaMttlon so; that th^e^llm can be 
ordered in time for this activity. 



b. Material to be dupllx:ated by the teacher fpr use in class. 

If /M.. .f the Worksheet reads; * 



RESOURCES 



See Analysis Quiz (B-U,^^6) 



Then • . . The teacher must duplicate a ciass^set of this, 
item w hich is found in Appendix B as items 
5> and 6.^ Duplication can be achieved by Xerbx?^ 
ing, generating _a, ditto BMister via photocopying 
with IBM 107 tecT^hermofax w retyping onto a 
ditto master. 



2. Optional resources to be/used for onrichswnt, supplements and 
student or teacher reference are described only in the Appendix. 



If 



the worksheet /reads : 



\ 



RESOURCES 



C-'B 



Then . . . This indicates that for this activity there is a 
potentially useful reference described in Appendix 
C> Item 8. This reference item 1^ not essential to 
the completion of the student activity. 

9 14 
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D.O.;T. WORKSHEET 



STEP 1. In table I at the bottom of this page, write the names of five 
jobs which aure interesting to you. 

STEP 2. Use the handout sheet titled "Examples of D.O.T. Code usage" 

and iiake an estiaate of the correct code to describe this^Jobl 
Record this estiaate iti table I. , . 

STEP 3> Use Voluaa I or II of the D.O.T. and look up the D.O.T. code 
designation for each Job., C.onpare these designations to. your 
estimate . ' 



TABLE I 



NAJE OF JOB 



STUDENT'S ESTIMATE 
OF THE C(«RECT CODE 



D.O.T-. CODE 
DESIGNATION 



1. 

} 

2. 

3. 
k. 

.5. 



XXX.. 

xxx._ 

XXX 
XXX ._ 
XXX. 



« 

/ 



/ 



er|c 



IG 

IL 



EXAMPLES OF D.O.T. CODE- USAGE 



JOB TITLE 
High School Teacher 

W'c.itreec ^, -, 



D.O.T. CODE 



~091.22i 



L 



■ D.O.T. CODE >EANINP. 

-{'Things) 8 - No significemt rtlationshlp 
-(People) 2 - Instructing 
-(Data) 2 - Coordinating 



311.8' 



-(Things) 8 - 
-(People). 7 - 
-(Data) 8 r 



Stock Clerk 



223.35 



-{Things ) 7 - 
-(People) 8 - 
"(Data) 3 - 



Auto Mechanic 



620.2 



-(Thing*) 1 - 
^People) 8 r 
-(Data) 2 - 



NO significant relationship 
Serving 

No significant relationship 



Handling Things 

No iignif icant relationship 

Coiiipiling 



Precision working 

No, significant relationship 

Analyzing data^ 



0 
1 
2 
3 
k 

5 
6 



DATA (4th dL;^it) 

Synthesizing 
Coordinating 
Analyzing 
Coapiling 
Computing 
Copying 
Coaparing 



I No significant relationship 7 Serving 

o No significant relationship 



* PEOPIE (5th diff lt ) 

0 Msntpring (Counseling) 

1 Negotiating 
Instructing 
Supervising 
Diverting • 
Persuading 
Speaking-Signaling 
Serving 



THINGS (6th diff it ) 

0 Setting-Up \ 

1 ^Precision Working 

2 Operating-Controlling 

3 - Driving-Operating 
h Manipulating 

^ Tending 

6 Feed ing-Of fbear ing 

7 Handling 

8 No significant relationship 



For^ definition of the above see pages 6k9 and 650 i^ Appendix A of the 
.Dictionary of Occupational Titles Volume II. . / 
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2. 

3. 

h. 

5. 
6.- 

.7. 
8. 

9. 

10; 

11. 

12. 

13. 
iU. 

15. 

16 

17. 
18. 

1.9. 
20. 
21. 
22. 

23. 
2k. 

25. 



COFYREADERS' MARKS 

Paragraph 

No paragraph 

Insert a letter or word 

Spell out 

Abbreviate 

Change to figure 

Delete letter 

Delete letter and jpiu^separated elements- 

.Delete, word and join separated elements 

Close up space Vl- ' >• ^ ^ 

Leave as originailjr written ' ^ 

Set in one unbroken line^ or Join separated matter 



U - <|| 

No- ^ ' 

Write^check hedlines 
A A 




worl^ng 

write a story' 
ib^lizine 
stet 

in the building^) ' 
Ciweive sTiuaents .; . 



Insert space' . 
Treuispose elements 
Traiispose letters 
Change to capital letters 
Chajige to lower case letter 
Set copy as it is written 



gctiome 



(^John Johnson, f director 
^|j%ing 



des nioines v 
5 5 # 

John Johnson, ^Irector 



Folo copy 

1 c 



Indent both sides of text; center matter in 
column 

Emp\iasize period so that printer won't overlook it ® or o 



in the house 



Set ooldf ace 

\ 

Set iteaics 

Set smlsill caps, -same size as lower case letters 

\ 

Copy continued on next, page 
End ot story 

For further marks, refer to Press Time (Appendix B , 3a, pp. 268-269) 
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COfYRFADING 



Printed below is a news story as it appeared in a school nev/spaper . 
Following it is the copy as originally written by a reporter, Mark the 
copy to show every change or copyreader's mark that was used to prepare 
this story for publication, * 

"Outward Bound," a British drama by Sutton Vance, has been chosen 
by Thespifiui Troupe 26h for its annual production. The single 
perfonniEmce^ is to be Thursday ni^t, December 12. 

• • ■ / © 

The nine-character' cast will start rehearsal November k/' 

The .troupe .presents a cycle of four different types of plays over [ 
a four-year period. This enables any student to see a variety of 
product'idns during his high /school years , • according to Mrs -. Mary 
Jones, sponsor. " ^ 

Last dram enacted was "All Vty Sons," in 1956. Since then the ^ 
troupe has "presented "Granercy Ghost," a mystery, 1957; "The Mad 
Hatter," a farce, 1958';/and "Night! of January l6th," a comedy- 
drama, 1959 • 



Outward Bound, a tjritish dramp. by Sutton Vance has been chosen by 
Thespaih troiip 2kS for it •s annml productiorii It will be presented 
only once to an audience on Thursday night, December 12. The cast, 
which consists of 9 characters, will start rehearsal the kth of 
November. ./ 

The Troup presents a sickel of ^ different types of plays over a 
period of k/ years, this enables any student to see a variety of 
productions during his high school years ,^ according to Mrs. Mary 
Jones, wh6 is in chsirge of planning and directing the production. 

The last drama they "put on was :A11 Vty Sons," in 1956. Since then 
they have done "Gramercy Ghost," a mystery, 1957, In 1958 "The Mad 
Hatter >" a farce, and "Night of January l6th, 1959 , a comedy drama. 

Buy your tickets from a member of the Troup as soon as they go on 
sale. You won't want to miss this play. 



- Now go back and write a headline for the. article. 
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Copyreod the following: 

On friday, May 13 at 8 p.m. the Senior* class will present "It 
Happened in May", a comedy in t wo. acts by Cornellia Otis Skinner. Mrs. 
Davis, Dramn director, says the Seniors working on the playare confident 
that it will be a hit. 

This is the seventh annual Senior class play and marks the opening 
of activities for the senior class raeriber^ prior to gradixation on June 2nd 

The case contains many members of the Senior class. 

The .Curtain will rise at 8 p.m. sharp. Reservations with Studdeht 
Association tickets opened .this morning at the box office. Childrens' 
tickets at 35 cents and adults*^'^ tickets at fifty cents are on sale. 

or 

Write a good headline for this article. 
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/ \ 

/'individual career exploration worksheet . 



/ 

1. student's IWine: L_ 

2. Related careers being explored: 



a. DM. Number (s) 

b. Relationship to: 




/ 1. Date- 



2. People 

3. Things 



/. Nature o^ duties or tasks performed: 



l\. Important qualifications 

. a. Education - 

b. Age . 



c. Previous experience ^ 

\ \ 



d; vther 



5. Proce\lure for applying 



6.' In what occupational areas is this related career found? (If many, list 
3 specif ic\areas.)' 



\ 

\ 



\ 

A 



7. rWhat is the salary for this career? 
a* Starting 



b. i4aximum \ 
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8. Are there cliances for advancement? Name several promotional. positions . 
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9. Are there .places in Cincinnati where you could work in this career? 



10. Name one or two resource people that you could write or phone for more 
information. 



11. Are there places that you or a small group of students could visit to 
observe your career? 



/ 

/ 



12* Are there any books in the school library on this. related career? 



13. What can you do in high school to learn about and prepare for the career 
of your choice? 



a. 



d. 



c. 



f. 
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DEFINITIONS OF DEVELOPMENTAL AREAS 

Individual and Environment. (Social Awareness) 

In this area of the student's development, the student must determine who 
he Is and how he relates to his environment* He must be Involved In experi- 
ences which will help him to determine his relative abilities to work with peo- 
ple, to manipulate tools, to sense, his presence in his environment » and to 
comprehend laws of nature and the processes for behavioral advancements within 
his community. 

The student will be involved with uhdersteuiding his Interests, aptitudes, 
achievements, temperament, his family peers, his society, and etc. 
Economics ^ ' 

'Students mast learn to see themselves aia a productive ""worker unit who 
supports his community through efficient posit lye efforts as a producer and 
consumer. He must learn that the money he receives for his work is an impor- 
tant factor in determining the behavior of his community through the way in 
which he spends his money; the way in which he is willing to work for his 
money; and how this spending gives direction to the use of raw materials for 
production and consumption of goods and services to be us^d in his community* 

The student must learn what is meant by a fair day's pay for a fair day's 
work and the implied obligations between the consumers and producers. 
World of Work 

This area is concerned with the student's development of a method for 
collecting information about Jobs. It also is concerned with the student 
developing an understanding of what behavior is required to do certain Jobs. , 
Examples of Job information Include, in part, the following items: 
Job entry levels 

Performance activities , 
Working conditions 
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Education and training requirements * 
Ayallability of Jobs 
Seasonality of Jobs 
Job status 

Advancement possibilities 
Ed ucation and Training 

The student must learn what behavior modifications (education and train- 
ing) will be exipected of him for certain Jobs. In doing so he will learn the 
innate abilities he has and if these abilities can be developed to the level 
required to perform certain Jobs he chooses for his vocation. 

Students must leeurn which educational programs will help them to acquire 
the experience that will help them to develop the performance behavior required 
for certain Jobs. 

Smployability and Work Ad>)ustment Skills 

This section is concerned with attitude jstrategies and the inrportance of - 
the developMnt of successful attitude strategies which are necessary for con- 
'tinued economic gains. 

Students must learn how good attitudes Bare a contribution to their own 
adjust^nt and success as well as the success of their community. People are, 
dismissed from their Jobs more often because they cannot get along with people 
than they are because they do not have the skills for their Jobs. 
Vocational Decision Making 

Students must learn a method for making decisions if they are to become 
employable and well adjusted citizens. They must learn to gather facts about 
themselves, Jobs, and values and how to weigh this infprmation to reach a 
conclusion as to what work they are able to do and wbflit work they want to do. 
Self 

In this area the Self as subject is the major foci^.V Self as subject 
.requires that the person's own feelings, perceptions ahd- beliefs are dealt 
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with. This rtguires an internal orientation to the activities as opposed to 
the external orientation of activities for the other areas* 



Seven ^Qpics are developed in" the broad area SELF.. These trace self- 
awareness, self -acceptance and self Affirmation of the child through inter- 
ests, aptitudes and abilities, achievement and values and attitudes. 
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SAMPLE t^JESTIONS FOR CAREER MATURITY 

Listed on this page cure sample questions related to areas of growth and 
development, 

1. Self and Environment 

- What things have I done with any degree of success? 

- What things have I done that others have commended me for doing 
exceptionally well? ' 

2. Economics 

- How much money have I earned? 
3* World of Work 

- What Jobs have 'I held? Describe them in detail, i> 
1*. Education and Training 

- What courses have I taken that would prepare me for an entry job 
position? 

' 5, Employability and Work Adjustment Skills 

^- What were the expectations of employers concerning the job I have 
j held? 

I 

6, - Vocational Decision Making 

- Where could I get additional information about jobs and careers? 

7. Self ' 

- What are the things I reJfl-ly like to do? 

- What are^he things that I don*t Like to do? 



/ 
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III. APPENDK ' 

A. JOB TITLES 

B. FORMS 

1. Self 'Analysis Checklist 

2. Self Analysis 

3. Job Analysis 
Application for Employment 

5. Procedure for Exploration Trip ' 

6. Exploration Trip Permission Form 

7. Exploration Trip Report 

C. RESOURCES 

D. FIELD TRiPS IN CAREER DEVELOIMENT / 



A. JOB TITLES" 



•Title 



Reporter 

Copyreoder 

Copywriter 

Feature Writer 

Columrdst 

Special Editor 

Editor-in-Chief 



D.O.T. 

Niunber 

132.268 
132.288 
132.088 
132.268 
132.068 
132.068 
132.018 



D.O.T. 

Page 

168 
• 168 

1U9 
235 
235 



Additional Related- Jobs not Covered in the Course : 



Nevs Hiotographer 

Sales and Circulation Manager 

Linotype Operator 

Printing Press Operator 



IU3.O62 
163.118 
650.582 
651.782 



527 
kk9 
U26 
562 
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B. FORMS 

i. SELF-ANAJiYSIS CHECKLIST 

STUDENT HR GRADK DATE 



Check one answer for each of the following: 

(Y = Yes; U = Usuallyj S = Sometimes; N = No) 





^1 


U 


S 


N 


1. Do big black headlines on the front page of a newspapei 
excite you? 










2. Do you make good grades in English cDsisses? 










3. Do you make C's or better on compositions and papers 
you write in your classes? 










h. Can* you spell fairly well? 










5. When you talk, do you use much the same words and 
phrases over and over? 










6, Are you interested in finding different ways to say 
things? 










7. Do you read alot? 










8. Do you read different kinds of things? 










9. If you read a story written. by one of your friends, 
could you help correct his errors in langxiage, 
spelling, and punctuation? 










10. Would you like to help him make such corrections? 










11. Do you get along well with people? 










12. Do you like to talk to people about what they like? 










13. DO'yoft like to talk to people about what you like? 










Ih. Are you able to make your friends laugh with some of 
your stories? 










15. Do your friends listen to you when you express your 
opinions or feelings? 










l6. Are you able to make your friends or family change 
their minds about something they believe in? 










17. Are you willing to listen to other people's points 
of view when they are not the same as yours? 











i 






Y 


U 


S 


N 


18* Can you comnunicate \d.th people much older than you 
are? 

t 










19* - Are you interested in news and current happenings in 
the world? 










' .20 • If you were to witness an accident, could you make, an 
accurate report of it to a police officer? 










21, Woxild you notice details at the accident snene and 
mention them? 










22* Would you enjoy exaggerating or uuding- to what you'd 
seen when you told about it? 










23* Can you make up interesting, imaginative stories? 










2U, Do you write explanations or Comments on the backs of 
photographs' you take? 










25, Do you enjoy writing letters to "pen pals" you have 
never met? 










26* Can you work weJl in a group? 










27* Do you work well alone? 











28* Given a reasonable time limit, can you discipline 
yourself to get a job done on time? 










29« If you had ten cards and were told to place them on 
the table,, would you arrange them in an orderly, 
attractive pattern? 










30* Would you throw them in a disorderly heap? 










31 • Are youVinterested in trying "new things? 










32 • Are you able to organize your own time and work? 










33 • Are you interested in leading and organising others 
in doing a project? 










3l|* Do you like to write down things you feel or have 
seen or done? 










35. Do you read several parts of your daily newspaper? 










36. Have you thought about a. career in journalism as 
your life work? 


• 








Total Check Marks ( ) in each column. 
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SELF-EVALUATION (Newspaper Staff Participant) 

Job on the staff wns,_ ; • 

Mention the thingfl in your job you did best, in your opinion. 



2. Mention the things In your Job which you, in your opinion, did poorly. 

\ 



Check one only in 3, ^, 5, aiid 6. 






« 




3. I think I fulfilled the responsi- 
bilities in ray staff Job; 


Very ^ 
Well. 


Well 


Accept- 
ably 


Poox-ly 


k. I learned about writing careers in 
the field of Journalism. 


Lots 


A 

Little 
» 


Nothing 
New 


Nothing 


5* i learned about the Job I dia as a 
member of the staTf . , 


Lots 


.A 

Little 


Nothing 
New 


Nothing 


6* I would like to have an actual Job 
as part of a newspaper writing 
staff* 


YeS' 


I have e 
little 
more in- 
terest 
now* 


I have 
less in- 
ter ei?.t 
now* 


No 



7. Based on how much I learned, and how successfully I was 
able to work as part of the staff, I think rny^gcade in 
this course should be ^ 

8* Matke euiy comments you care to about your learning and/or participation. 



I 



Date Grade 



Student 
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JOB ANALYSIS. 

'Nome of Job Explored: \ i_ 

1. Write briefly in the space below the main duties of the job. 

2. What manual skills does this job require? 

c 

t 

t 

\ 

3'. What school subject's are most important to this job? 

How many years of schooling does this job require? 

\ * * 

5; Is the job primarily for men, women, or both? 

6^ How many hours a week does the job require? . 

7. What days of the week would you have to work? 

8. WhaJ^shifts^^vrou^ to work? " 

9. Would you be paid by the hour or by the salary? , 

10. What would be your starting salaiy? 

11. Are job opportunities in this field increasing, decreasing, or re- 
maining the same? 
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12 • Are there opportiinlties for promotion to better positions in this job? 



/ 

13. Are there any age limits to the job^ 



Ik. Does this job require you to take any special tests or have any special 
requirements before yoxx can enter the field? . \ What? 



15, WhatJ^ype of appearance and dress are required for this job? 



/ 

l6. What part of the job was most pleasing to you? 



17. Does this job require overnight travel? 



l8. If you f ul.f ill all the requirements , how would you go about getting the 
Job? 



a 
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k.' APPLICATION FOR EMl^WYMENT 



Date 



19 



Name 



Social 
Security 



Last 



First 



Address 



V Middle Number 

Telephone Number 



T'jr what kind/of position are you applying? 



Age • Date of Birth 



Height 



Weight 



Do you have any heeLLth or physical problems? ^Name them- 

• ' \ 

\ ■ ■ 

7 ^ ^1 



Are you a U.S. citizen? 



\ 

Can you driw-e a car? 



Have you ever been arrested? (Give details) 



\ 



/ Sex 



/ 



/ 



What athletic, social or other organizations do you belong to? 



/ 



I What kind' of' work experience have you had? 



Name of Company 


What was your job? 


Weekly 
Earnings 


How many 
weeks did 
you work?. 


ViTiy did 

you 

leave? 
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In what school subjects do you do your best work? ^ , 

/' 



What sub,1ect3 do you find the most difificult? 




References (Do not list relatives) 



Business Ref erences (Former boss, supervisor, etc. who know your vorlQ [ 

— — "■" / 



Name 


/ 

/ Address 

/ 






Position 

/ 


/ 
/ 

i 

/ 




\ 


Majne 


Address 














Position 














Personal and Character References 










Name 


Address 






Position 


Name 


Address 






Position 
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Procedure for Exploration Trip 
SCHEDULE CONSIDERATIONS: 

An opportunity U to be provided for studtnts to visit coop«,r»tlng orga- 
nlMtlons in •amll groups, for a highly personallsad and Indlvldusllzad 
•xpariance directly related to their career Interests. It Is essential 
to ainiaize the burden on cooperating organizations and to distribute 
this burden among all conaunlty resources and throughout the school year. 
TO accoi«>ll8h this, trips must be scheduled from the beginning of the 
•chool year, and be evenly spaced during the ysar until every student 
bas been accomodated. The students In a quarter length exploration cUss 
My, therefore, participate in an exploration trip prior to, during, or 
following the tine that the course is in progress. 



PROCEDURES: 

Once each month, or even less frequently, the teacher will need to: 

1. Place a single phone call to a cooperating organization to set 
the date and time for the trip. 

2. Notify Mr. Jerome Couzlns (Education Center, 230 Bast Ninth St.) 
of the date and time for the trip. 

3. Select six students from the Career Exploration class list. 

k. Send permission slipsjVnd trip "report forms to the selected stu- 
dents via their homerocms. . 

Permission slips and report foiW are iUustrated on the foUowing pages. 
These forms should be reproduVedNfrom this curriculum guide as required. 

The career coimnittee chairman or coordinator will provide you with a list 
of organizations which are known to be willing and able to accommodate 
your students. Addresses, phone numbers and names of persons to contact 
will be provided. 
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Exploration Trip Permission Form 

You are schedule for , 

(Career Course Title) 
which meets 1^2-3-U garter. Kxpioration trips will be scheduled throughout 

the year regardless of whether the course is in session. 

A trip has been schedule for to - 

/ (Date) (Name of Company) 

Please have this form signed and return to . 

(Teacher's Name) I 

before • 

(Room) (Date ) 



son/daughter has my permission 

to visit ^ ^^^^"^ 

the Career Exploration Course , ' The 

group will return to school upon completion of the tour. There will be 
about six students in each group. 

Parent/Guardian Signature 
Date 

T,he following teachers have been informed of toy absence frc«n class. (Teachers' 
signatures required.) 

1. . 

2. 

3. 

h. 1 

5. ^ 

6. . 
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Exploration Trip Report 
i. Course Title 



2. Student's Name _____ 
j. Organization or Company 

Address 



5. Major Types- of Jobs: 
1- 



3- 



k. Major Products or Service: 

1. h. 

2. 5. 

3- 



6. 



2. 5. 



6- 



6. What did you like best about this trip? 



?• Did you see any jobs that you would like to do? ^ List them. 



8. What did you learn from this tour? 



Signature 

Representative of Organization 
Visited 




C. RESOURCES 



BOOKS DEFINING JOBS' ' 

a. Occupational Outlook Handbook - good resource which has much 
discussion about all areas of work. Divided into sections under 
each type of work titled nature of work, where employed, trainingy'^ - 
other qualifications, and advancement employment outlook, and 
earnings. Should be in school library. 

b. Dictionary of Occupational Titles - should be in school library- 
Volume I— gives job descriptions in-depth; Volume II— lists types 
of related jobs. 



CAREER KITS 

a. Largo Career Kit (Published by Careers, Largo, Florida) 

b. Occupational Library (Published by Chronicle Guidance Publications, 
Moravia, New York 13118) 

c* SRA c/areer Information Kit 

(All thr/e of the above are very good resources. They are files 
which are arranged by D.O.T. numbers— the nmbers found beside each 
occupat/ion. For the occupation, the cards tell the training required 
for the job, the duties of the job, working conditions, earnings, 
outlook for the job, , advantages and disadvantages of the job, and 
places to write for any further information* ) 



"TEXTBOOKS FOR REFERENCE 

a. Adams, Julian and Stratton, Kenneth, Press Time , 1969> Prentice-Hall 
(Senior High) 

b. Post and Snodgrass, News in Print , 1967, Allyn-Bacon (Junior High) 



RJBLICATIONS AVAILABLE FOR USE IN CLASS 

- 

a. Post and Times Star (721-1111). Will provide class sets of news- 
papers once a week for the entire school year. 

b. Cincinnati Enquirer (721-2700). Provides class sets of newspapers 
for two weeks --Monday, Wednesday and Friday the first week and 
Tuesday euid Thursday the second week. 

• ♦ 

c. T.V. Guide (if21-258o). Will provide class sets to use in the room. 
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e. Cincinrtati Suburban Newspapers (331-023^- - Hilltop News ,. Eastern 
Hills Journal , Northeast Suburban Life ^ and Norwood Enterprises ) 
will provide class sets. 



FIELD TRIPS 

a. Cincinnati Enquirer has tours available in the evening. 

b. T>V. Guide has tours for printing--will be a new computerized 
system. Contact Millard Kraft through T.V. Guide. 

c. Cincinnati Post and Times Star has tours available in the late 
morning and afternoons. 

d. Shillito's has tours available to observe copywriters. Call 
381-7000, Public Relations Office, for an appointment. 

e. Ohio College of Applied Science has an apprenticeship in print- 
ing — could be a good place for information. 

f . Visit, any printing shop in the local area and visit a graphic 
arts class. 

g. Hilltop News in College Hill. 

h. Cincinnati Suburban newspapers welccane visitors. 



RESOURCE PEOPLE 

a. Cincinnati Enquirer has people available. Will allow students 

to come in and sit with the individual worker they are interested 
in. Contact Jim Deavy and he will direct student to correct 
person. Also, will probably be able to get speakers to come into 
classroom. 

b. Post and Times Star . Contact promotion editor, Stan Donovan, for 
people students can talk with and for people who might be able- to 
come into the classroom. 

c. Cincinnati Suburban newspapers will welcome students to talk with 
workers. Call ahead of time for appointment. 

d. Scholastic Magazines . Contact Milton Goodson (793-^751) who will 
talk with class or individual students. 

e. Modem Machine Shop (2U1-592U). Contact Mr. Vogel. A place to 
find out about technical writers. 

f. Shillito's (381-7000). Contact Public Relations office to set up 
tdur^or copywriters and see if the student can speak with one. 
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AUDIO VISUAL AIDS 

a. Reconmend purchase of The Newspaper ii^Ainerica. Full color 
illustrations and accc»T5panying narratidn present a wealth ot 
interesting and factual information to introduce students to the 
newspaper's role in modern comraunications\ Encourages students 
to become regular newspaper readers.' Show\the various kinds of 
newspapers and the structure, style, and ty^s" of news stories. 
Presents the -people who make up a newspaper ^aff and their 
responsibilities. 

161-1 "Reading Daily Newspapers" - Ovepvi^vr of \he daily 

newspaper. How a newspaper is arranged by^^section and 
topic coverage. Important terms defined. 

161-2 "Weeklies and Other Publications" - How othei\publications 
differ from daily newsjpapers. • Specialized pui^ses and 
functions of weeklies, school papers and organized publi- 
cations are examined. 

161-3 "Writing for Newspapers" - Examines the techniques of 
notetaking and writing newspaper co^py. Analyzes news 
stories and other forms of writing. 

161-k "Understanding feature Stories" - Differences between 
writing straight newspaper copy and writing feature 
stories. Types and styles of feature stories. 

161-5 "Preparing News for Print" - Gathering news, editing it, 
and preparing finished stories for printing. The duties 
of each person on the newspaper staff. 

161-6 ■ "The Finished Newspaper" - Mechanical aspects of publishing, 
assembling, distributing a newspaper. Produced by Singer 
Society for Visual Education. Dave Criswell, District 
Manager, 791-*+628. 

161SAR- Set of six filmstrips, 3 records, 6 guides |l+9.50 
I6ISATC Set of six filrastrips, 3 cassettes, 6 guides $55*50 

b. Available from Audio Vistial Exchange, Cincinnati Public Schools 

1. 6U83 "Newspaper-Organizing a Staff" - Recruitment and 

supervision of reporters; selling and distributing 
papers; advertising; FIIMSTRIP 

2. 6k8h "Newspaper— Finding Feature Material" Editorial Policy 

human interest viewpoint— making story interesting. 
FILMSTRIP 

3. 61t85 "Newspaper— Covering the News" - News beats, interviews 

pointer on news— story writing. FIIWSTRIP 
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k. 6U86 "Newspaper— Editing the Copy" - Editorial Policy- 
time schedule- -copy readers— reference books— headlines* 
and proofreaders. FmiSTRIP 

5. 6U87 "Newspaper— Planning the Layout" - Plaqement of stories,^ 

pictures, headlines, captions and drawings. FIUJSTRIP 

6. 560 "Story of a Newspaperman" 
7- 5805 "Covering the News" 

8. 5806 "-Photographing the News" 

9. 5807 "Printing the News" 

10. 7195 "The News Selection Process" 

11. 7196 "StructUTe of the Newspaper" 

Available fran Modem Talking Picture Service, 9 Garfield Place, 
U2I-2516 (FREE) 

^807 "That the People Shall Know" - Six top journalists 

describe their careers in the vital fields 'of commun- 
ications and opportunities, excitement, and challenges 
the field offers. Narrated by Walter Cronkite, the 
film discusses newspapers, broadcast, and magazine * 
journalism and America's growing communications industry 
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D. FIEID TRIPS IN CAREER DEVELOP^ENT 



Qantral Studtnt Htedn 

1. Field trips conmonize the background of thl students so that there 
is a basis from which to develop a strong well-rounded instructional 
program* ^ 

2. Because the student is bo far removed from hie potential c€u:eer, he 
needs a broad understanding and exposure to work. 

3. Broad off-school-site experiences build readiness for learning by 
demonstrating that basic skills are essential to a productive work- 
life. 

h. To thoroughly understand a career, the student needs to see the job 
first hand. 

5» Students may not realize all the implications/facets of ah occupa- 
tion in terms of personal interests until they have an exposure to 
the worker in action. 

6. Omission of hands-on experiences may cause a lack of credibility in 
those' courses taught, in the- upper levels. 

7. While field trips benefit the student, they also benefit the teacher, 
who, without their assistance, is required to serve as expert on 

the details of many careers which are not necessarily related to 
' ^ his own speciality. 

8. Field trips, when used correctly, can be a source^ of creating bet- 
. ter communication and understanding between business, labor and 

industry 'in the ^community and the school. 

Specific Student Needs 

Field Trips Will do the following: 

• 1.. Develop cm appreciation/awareness that an individual's skills, 'talents 
and senses 'are used in a variety of ways. 

• 2. De^Jlelop an awareness of the importance of responsibility and atti- 
tude for one*s work* 

■3. Encourage, the development of communication skills. Broad off -school- 
sites' experiences demonstrate need and provide motivation Tor skill 
learnings . 

U, Develop an awareness of the interdependence of the student and all ^ , 
workers . 

5. Develop an awareness that there are many people who h&vij different 
responsibilities in" business, labor and industry. 




Develop an aw4r«n«is that workers are not necessarily aisioclated 
with or limited to a specific location wid axTunders tapping that 
there are aany kinds of workiwlthln specific sites/fields* 
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GUIDELINES FOR IMPI£^ENTATION OF FIELD TOIPS IN CAREER DEVELOPMENT 



1. The local administrator is responslblle for observance of the guidelines 
by participating staff members. 

2. The local administrator should take respornlblllty for appointing a per- 
son to finalize field trip arrangements. 

3. There shovJ.d be rlAnning of each trip well in advance. 

k. Teachers should make field trip plans in consideration of/consultation 
with other teachers who have a teaching responsibility for the pupils. 

5. For the convenience of the faculty, field trip Information should be 
given out several days in advance Including destination, length of time 
out of school, cuad students participating. 

6. The teachers should be aware/apprec>ative of the expense of the trip to- 
the business or Industry in relation to the time^ spent hosting visitors. 
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7. Teachers should justify the trip in relation to their instructional 
program. 

^^8. Teachers who desire to take a particular field" trip should plan the trip . 
together, although they may not go together. 

9. \he faculty .of each school nay prepeure a list , of oecuiingful, walking trips 
utilising the resources of the locil community. - 

10. After the arrangements have bien mtsde, and before the trip, there should 
be cofflBLinlcatlon between the teacher and the contact person at the place 
where they are going to clarify teacher expectations. 

11. Students should be adequately supervised not only for their safety, but 
to minimize the interruption to business or industry. 

12. There should be well planned pie- and post-activities for each trip. 

13. After each trip, there should be a note of appreciation to the business 
or industry. The teacher may communicate the extent to which expecta- 

^ tions were met. 

Ik. A follow-up report concerning the value of the trip and results relating 
to the specific reason for the trip should be submitted to the adminis- 
trator/coordinator. ^ 

15. Identify the businesses and industries of the Cincinnati community that 

have only one representative (l^.e. the phone company) and those businesses 
and Industries, that have multiple representatives in this community (i.e. 
bakeries, garages). 
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16. To avoid overloading of limited field trip sites, and to maintain privi- 
lege*, it is necessary to clear requests for these trips through a cen- 
tral clearing office to be designated by Jack Ford. 

^17, Teachers may build a list of trips and experiences that parents could 
provide for their children outside of school hours. 
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